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INTERNAL  EQUAL  EMPLOYMENT  OPPORTUNITY  PROGRAM  POLICY  STATEMENT 

Whether  discrimination  is  based  on  sex,  race,  color,  religion,  national  origin, 
age  or  handicap,  marital  status,  or  political  belief,  employees  of  the  Montana 
Department  of  Highways  are  entitled  to  the  opportunity  to  work  in  an  environment 
free  of  discrimination. 

Because  of  my  strong  committment  to  Equal  Employment  Opportunity  I  have  dele- 
gated the  Department  Division  Administrators  to  implement  the  current  Affirma- 
tive Action  Program.  The  chief  objective  is  to  equalize  access  to  all  levels 
of  agency  employment  for  those  classes  of  people  who  have  traditionally  been 
denied  equal  access  -  minority  group  members,   women  and  the  handicapped. 

To  insure  that  the  handicapped  are  not  discriminated  against,  the  Department 
will  make  reasonable  accommodations  needed  to  enable  qualified  handicapped 
employees  and  applicants  to  satisfactorily  perform  the  duties  of  Department 
positions  except  where  the  required  accommodations  would  create  an  undue 
hardship  on  the  Department.  Such  accommodations  might  include  rearranging 
furniture,  providing  special  equipment  such  as  a  taller  desk  or  limited  job 
restructuring. 

Equal  Employment  Opportunity  is  a  program  that  is  involved  with  areas  of 
employment  including:   recruiting,  advertising,  hiring,  transferring,  promoting, 
demoting,   training,   compensation,  benefits,   layoffs,  terminating,  and  all 
conditions  of  employment  to  see  that  employees  are  treated  equitably  and 
consistently. 

Affirmative  Action  is  a  temporary  program  to  achieve  Equal  Employment  Opportun- 
ity and  to  eliminate  the  effects  of  past  discrimination.  Accountability  for 
the  Affirmative  Action  Program  lies  with  each  supervising  authority.  Supervi- 
sors will  be  held  accountable  for  attaining  Affirmative  Action  Goals.  Their 
performance  on  reaching  these  goals  will  be  monitored  in  accordance  with  the 
MDOH's  Performance  Appraisal  System. 

In  the  event  that  discrimination  occurs,  employees  have  protection  against 
retaliation  for  lawfully  opposing  any  discriminatory  practice.   This  protection 
includes  filing  an  internal  grievance,  initiating  an  external  administrative 
or  legal  proceeding,  or  testifying  in  or  participation  in  any  of  the  above. 

I  will  act  to  prevent  discrimination  in  the  Department  of  Highways.   To  enforce 
the  full  range  of  liability  and  protection  created  by  Title  VII,  of  the  Civil 
Rights  Act  of  1964,  Department  employees  must  know  their  rights  and  be  informed 
of  the  available  avenues  of  recourse.  This  information  is  available  through 
the  Department's  Civil  Rights  Office.  Each  employee  in  this  Department  is 
personally  responsible  for  implementation  of  the  Affirmative  Action  Program. 


June  3,  1981 


Date  Gi 
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SEXUAL  HARASSMENT  POLICY  STATEMENT 


Employees  of  the  Department  of  Highways  are  entitled  to  the  opportunity  to 
work  in  an  environment  free  of  discrimination,  whether  it  is  based  on  sex, 
race,  color,  religion,  national  origin,  marital  status,  political  belief,  age 
or  handicap.  Sexual  harassment  is  one  form  of  discrimination  that  undermines 
the  integrity  of  the  employment  relationship,  lowers  morale,  interferes  with 
productivity,  and  adversely  affects  the  careers  of  Department  employees. 
Sexual  harassment  which  affects  employment  decisions  or  creates  an  offensive 
working  environment,  is  both  a  prohibited  personnel  practice  under  the  Montana 
Human  Rights  Act  and  a  violation  of  Title  VII  of  the  Civil  Rights  Act  of  1964. 

A  mutually  acceptable  relationship  can  turn  into  sexual  harassment  if 
unwelcome  advances  are  continued.  Department  employees  should  distinguish 
mutual,  acceptable,  social  relationships  which  do  not  encroach  on  the  working 
environment  from  sexual  harassment.  Any  deliberate  or  repeated  unsolicited 
comments,  gestures,  or  physical  contact  of  a  sexual  nature  which  are  unwelcome 
constitute  sexual  harassment. 

State  employment  demands  from  each  of  us  the  highest  standards  of  honesty, 
integrity,  and  impartiality  when  carrying  out  the  business  of  the  Department 
of  Highways.  Sexual  harassment  and  other  conduct  which  violates  these  stan- 
dards will  not  be  condoned  or  tolerated.  It  is  the  policy  of  the  Department 
of  Highways  to  take  direct  and  immediate  action  when  informed  of  violations 
and  to  enforce  the  full  range  of  liability  and  protection  created  by  Title  VII 
and  the  Montana  Human  Rights  Act.  Each  of  us  is  personally  responsible  for 
making  this  policy  work. 
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DEPARTMENT  ANALYSIS 


The  Montana  Department  of  Highways  is  dedicated  to  (1)  the  construction,  recon- 
struction, repair,  operation  and  maintenance  of  public  highways,  streets,  roads 
and  bridges;  (2)  payment  of  county,  city  and  town  obligations  on  streets,  roads 
and  bridges;  and  (3)  the  enforcement  of  highway  safety,  driver  education  and 
administrative  collection  costs. 

In  addition  to  the  Department's  headquarters  in  Helena,  there  are  eleven 
Administrative  Divisions  --  at  Billings,  Bozeman,  Butte,  Glendive,  Great  Falls, 
Havre,  Kalispell,  Lewistown,  Miles  City,  Missoula  and  Wolf  Point. 

The  state's  construction  and  maintenance  needs  can  be  divided  into  four  classes: 

1.  Resurfacing  and  repair  of  existing  highways. 

2.  Completion  of  the  Interstate  System. 

3.  Maintenance  of  existing  highways. 

4.  Major  reconstruction  of  portions  of  the  Primary  System. 

There  has  been  extensive  reconstruction  of  rest  areas  to  make  them  barrier  free 
for  the  handicapped. 

AGENCY  OVERVIEW 

The  overall  agency  utilization  which  was  conducted  by  the  Department  of 
Administration  Personnel  Division's  EEO  Section  indicates  the  Department  of 
Highways  has  an  overall  underutil ization  of  272  females.   The  analysis  also 
showed  the  Department  did  not  have  an  overall  agency-wide  underrepresentation  of 
minorities.  However,  there  are  specific  classifications  series  which  are  under 
utilized  for  minorities  within  the  Department.  These  will  be  addressed  later  on 
in  the  plan. 

The  Montana  Department  of  Highways  is  an  equal  employment  opportunity  employer 
and  follows  an  Affirmative  Action  Plan.  In  writing  the  Affirmative  Action  Plan 
the  Department  followed  rules  and  regulations  specified  by  both  State  and 
Federal  agencies.  Only  areas  of  underutilization,  based  on  the  qualified  labor 
force  available,  are  addressed  in  this  plan. 

DISSEMINATION  OF  AFFIRMATIVE  ACTION  PLAN 

The  Affirmative  Action  Plan  will  be  disseminated  to  Administrators,  Bureau 

Chiefs,  Managers  and  Supervisors  through  the  Montana  Operations  Manual.  In 

addition,  copies  of  the  plan  may  be  requested  from  the  Civil  Rights  Unit  by 
calling  449-4723. 

PROGRAM  REVIEW 

The  Affirmative  Action  Plan  progress  will  be  monitored  quarterly  by  the  Civil 
Rights  Unit.  Assistance  will  be  provided  by  the  unit  to  areas  upon  request.  A 
yearly  Federal  Highway  Administration  Internal  EEO  review  is  conducted  as  stan- 
dard operating  procedure. 


AGENCY  OVERVIEW 
Department  of  Highways 


The  qualified  utilization  analysis  performed  by  the  Department  of  Administration 
indicates  priority  1  underrepresentation  in  the  following  categories: 

Officials/Administrators  for  minorities 
Professionals  for  women 
Technicians  for  women  and  minorities 
Protective  Service  for  minorities 
Paraprofessionals  for  women  and  minorities 
Craft  jobs  for  women  and  minorities 
Laborer/Service  jobs  for  women 

•if 
The  analysis  further  shows  priority  2  under-representation  in  the  following 

categories: 

Administrators  for  women 
Protective  Service  jobs  for  women 
Professional  jobs  for  minorities 
Clerical  jobs  for  minorities 

The  Department  currently  has  contractual  agreements  with  three  different 
employee  collective  bargaining  agents.  These  agreements  all  require  in-house 
posting  of  vacancies  for  all  but  entry  level  and  managerial  positions.**  The 
Department  policy  is  to  post  all  vacant  management  positions.  As  a  result,  the 
Department  relies  heavily  on  current  employees  for  its  pool  of  applicants. 

If  permanent  position  vacancies  are  not  filled  within  the  Department,  upon  the 
hiring  authority's  request,  the  Personnel  Division  will  send  the  Employment 
Services  Bureau  (Job  Service)  a  race  or  sex  Affirmative  Action  Job  Order  which 
requests  qualified  applications  of  individuals  to  fill  the  hiring  authority's 
underutilization  in  the  specific  job  category.  Local  Job  Services  throughout 
the  state  will  be  referring  applications  when  the  vacancy  is  within  their 
jurisdiction. 

If  a  permanent  vacancy  exists  which  cannot  be  filled  from  within,  the  hiring 
authority  for  the  following  specific  job  categories  which  show  an  underutiliza- 
tion should  request  a  sex  conscious  Affirmative  Action  Job  Order  from  the 
Personnel  Division  when  the  vacancy  is  being  referred  to  Job  Service. 

* 
Definitions  see  page  26 

**Note  -  Managerial  positions  "in  a  logical  career  ladder"  must  be  posted. 
Example  -  Field  Project  Manager  Reference  MPEA  Master  Contract  &  Supplemental 
Article  14. 
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*Survey  Aide 
Drafter  -  Designer 

Civil  Engineer 

Audit  -  Accounting 

G.V.W.  Officer  I 

Under  5  Ton  Truck  Driver 

Drill  Operator  I 

Lawyer 

Right  of  Way  Agents 

Sex  conscious  selection  procedures  will  be  in  effect  until  these  categories 
reach  parity. 

If  a  vacancy  exists  which  cannot  be  filled  from  within,  the  hiring  authority  for 
the  following  specific  job  categories  should  request  a  race  conscious 
Affirmative  Action  Job  Order  from  the  Personnel  Division  when  the  vacancy  is 
being  referred  to  Job  Service. 

Officials  and  Administrators 

GVW  Enforcement  Officers 

*Paraprofessionals 

Race  conscious  selection  procedures  will  be  in  effect  until  these  categories 
reach  parity. 

This  plan  is  organized  to  examine  and  address  underrepresentation  in  several 
fairly  well-defined  career  progressions. 

Although  an  underrepresentation  of  women  exists  at  nearly  every  level  of  the 
Department,  the  greatest  impact  will  be  realized  by  improving  recruitment  and 
selection  techniques  at  the  entry  level.  And  also  by  elimination  of  artificial 
barriers  to  upward  mobility. 

In  recognition  of  this  fact,  those  job  families  which  are  not  part  of  a  career 
ladder  will  be  examined  and  addressed  separately. 

The  following  career  families  are  addressed: 

1.  Survey  Aides,  Engineering  Techs.,  Engineering  Officer,  and  Project 
Manager  positions.  This  series  represents  nearly  337  positions  or  18% 
of  Department  employment. 

2.  Drafter  -  Design  Tech.,  Designers.  This  group  represents  approximately 
82  positions  or  4%  of  Department  employment. 

3.  Civil  Engineer  I  through  Civil  Engineer  Managers  and  Section 
Supervisors  and  Bureau  Chiefs.  This  series  represents  approximately 
120  positions  or  6%  of  Department  employment. 

*Note:   For  temporary  positions,  as  well  as  permanent  positions,  it  is  the 
hiring  authority's  responsibility  to  contact  the  Personnel  Division 
with  a  race  or  sex  conscious  affirmative  action  job  order  for  the 
referral . 
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4.  Teamster  series  beginning  with  temporary  U5T  truck  drivers  up  through 
equipment  operators.  This  series  represents  approximately  401 
positions  or  21%  of  Department  employment. 

5.  Planning  series  beginning  with  Planning  Aides  leading  through  Planning 
Techs  into  Professional  Planners.  This  series  represents  approximately 
13  positions  or  less  than  1%  of  Department  employment. 

6.  Auditor/Accounting  Technicians  and  Auditor/Accountant  Professional  jobs 
account  for  approximately  29  positions  or  2%  of  Department  employment. 

7.  Right  of  Way  Technicians  and  Agents  positions  account  for  approximately 
32  positions  or  approximately  2%  of  Department  employment. 

The  Montana  Department  of  Highways  will  attempt  to  meet  the  goals  outlined 
within  this  plan.  However,  faced  with  force  cuts  because  of  reduced  Federal 
funding  few  new  positions  will  be  created.  The  goals  will  largely  have  to  be 
met  through  affirmative  placement  of  applicants  in  positions  through  turnover. 

FEMALE  UNDERUTILIZATION  -  BY  SPECIFIC  JOB  CATEGORY 
SURVEY  AIDE  -  ENGINEERING  TECHNICIAN  FAMILY 

The  utilization  analysis  reveals  a  female  underrepresentation  in  the  following 
job  groups  -  Survey  Aide  I  and  II,  Engineering  Tech.  I,  II,  III,  Administrative 
Officers  (Construction  Bureau)  Engineering  Officers  I,  II  and  III,  and  Project 
Managers. 

Recruitment  for  Engineering  Technicians  and  above  is  limited  to  in-house 
recruitment. 

Although  considerable  progress  has  been  made  for  recruiting  and  selecting  women 
in  the  Survey  Aide  job  category,  the  Department  is  still  underrepresented. 
There  is  an  apparent  promotional  barrier  for  women  between  Survey  Aide  II  and 
Engineering  Tech.  I.  Discussions  with  position  incumbents  and  supervisors  lead 
to  the  conclusion  that  women  are  not  being  adequately  trained  at  the  Survey  Aide 
II  level  to  be  able  to  progress  to  the  Engineering  Tech.  I  position.  There  also 
seems  to  be  a  disproportionate  assigning  of  women  to  the  clerical  functions 
associated  with  the  positions  further  restricting  their  ability  to  gain  qualifi- 
cations for  advancement.  Since  the  upper  level  jobs  in  this  family  (Engr.  Tech. 
to  Project  Manager)  require  considerable  on-the-job  experience  to  qualify,  it  is 
only  through  qualifying  women  to  move  up  that  the  underrepresentation  in  the 
upper  levels  can  be  diminished. 

Although  the  Department  is  not  anticipating  any  vacancies  in  this  job  category, 
when  and  if  vacancies  occur  the  Reduction  In  Force  Policy  will  be  implemented. 

If  the  vacancies  occur  beyond  that  point: 

Goal : 

Fill  30%  of  vacancies  at  the  Survey  Aide  I  entry  level  position  with 
qualified  females. 


1.  ACTION  ITEM: 


RESPONSIBLE 
OFFICIAL: 

TARGET  DATE: 


Attempt  to  implement  a  rotational  work  assignment  system  for 
Survey  Aides  and  Engineering  Technicians  that  ensures  equal 
exposure  of  all  incumbents  to  all  tasks  associated  with  the 
projects  on  which  they  are  employed. 


Field  Division  Construction  Supervisor 
January  1982 


2.  ACTION  ITEM:   Refer  to  Survey  Aide  promotion  policy  #3-0187  on  informing 

all  new  hire  Survey  Aide  I's  of  accelerated  promotional 


RESPONSIBLE 
OFFICIAL: 


option  to  Survey 
session. 


Aide  II 's  at  new  employee  counseling 


Division  Construction  Supervisors. 


TARGET  DATE:   January  1982 


ACTION  ITEM: 


Conduct  random  sampling  of  new  hire  Survey  Aide  I's  to  deter- 
mine if  accelerated  promotional  policy  is  being  discussed  by 
supervisors  at  entry. 


RESPONSIBLE 
OFFICIAL: 


Compliance  Officer,  Civil  Rights  Unit 


TARGET  DATE; 


June  1982 


FEMALE  UNDERUTILIZATION  BY  SPECIFIC  JOB  CATEGORY 
DRAFTER  DESIGNER  FAMILY 

The  utilization  analysis  indicates  priority  two  underrepresentation  in  Drafter 
series  (Drafter  I  -  IV)  and  priority  one  underrepresentation  in  the  Design 
Technician  and  Designer  series. 

A  review  of  detailed  job  descriptions  indicates  that  as  Drafters  are  assigned 
tasks  of  increasing  complexity  they  can  qualify  for  promotion  to  Design 
Technician  positions.  Similarly  Design  Technicians  qualify  for  Designer  posi- 
tions through  exposure  to  more  complex  tasks.  Other  than  females  may  not  be 
exposed  to  increasing  complexity  of  tasks,  there  seems  to  be  no  other  reason 
that  would  explain  females  being  less  qualified  than  males  for  the  Design 
Technician  group.  Discussions  with  the  Personnel  Division  and  supervisory  staff 
indicate  a  difficulty  in  attracting  and  retaining  already  qualified  drafters 
(male  or  female)  which  necessitates  in-house  training. 
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Goal 


First  Year  -  33%  Design  Technician  I  opportunities  to  be  filled  by  qualified 
females  currently  in  the  Drafter  series. 

Second  Year  -  10%  of  Design  Technician  II  or  Designer  I  positions  to  be 
filled  by  qualified  females  currently  in  the  Design  Technician  I  series. 


4.  ACTION  ITEM; 


RESPONSIBLE 
OFFICIAL: 

TARGET  DATE: 


Assign  work  load  to  ensure  equal  opportunity  in  job  assign- 
ment to  all  Drafters  and  Design  Technicians.  Work  assign- 
ments will  be  made  to  insure  all  Drafters  or  Design 
Technicians  have  an  equal  opportunity  to  acquire  skills  that 
will  qualify  them  for  promotional  opportunities. 


Immediate  Supervisors,  Engineering  Division 
January  1982 


5.  ACTION  ITEM: 


RESPONSIBLE 
OFFICIAL: 

TARGET  DATE; 


Assess  which  skills  are  lacking  for  promotion  during  perfor- 
mance appraisal  interview  and  assign  work  as  feasible  to 
qualify  for  promotion  to  next  higher  level. 


Immediate  Supervisors,  Engineering  Division 

Within  six  month  cycle  beginning  November,  1981,  to  be 
completed  May  1982. 


Montana 's 
.  Because 


two 

of 

be 


FEMALE  UNDERUTILIZATION  -  BY  SPECIFIC  JOB  CATEGORY 
CIVIL  ENGINEER  FAMILY 

The  Department  currently  recruits  mainly  for  Civil  Engineer  I's  at 
engineering  schools,  and  at  northwestern  colleges  and  universities 
statutory  provisions  many  positions  in  this  series  require  the  incumbents  to 
registered  Professional  Engineers.  The  P.E.  qualification  effectively  precludes 
upward  mobility  from  the  Technician  job  category.  It  should  be  noted  that  lower 
level  Civil  Engineers  do  work  that  is  very  similar  to  that  done  by  the  incum- 
bents in  the  Designer  series. 

Recruitment  efforts  are  less  successful  than  they  might  be  for  at  least  one 
reason: 

1.   Although  Civil  Engineers  were  granted  a  pay  exception  and  enter  at  step 
5  of  the  pay  matrix  the  Department  is  still  11.5%  below  the  average 
wage  offered  by  private  engineering  and  consultant  firms  in  state  and 
out-of-state. 


Information  provided  by  the  University  system  indicates  that  10%  of  the  Civil 
Engineers  who  graduated  in  Montana  in  the  last  two  years  have  been  female. 


Goal 


10%  of  all  entry  level  positions  in  the  series  should  be  filled  by  qualified 
females. 


6.  ACTION  ITEM: 


RESPONSIBLE 
OFFICIAL: 


If  recruitment  occurs,  utilize  currently  employed  female 
Civil  Engineers  on  the  recruitment  team  which  visits  univer- 
sity campuses  to  recruit  new  Civil  Engineers. 


Personnel  Division  in  cooperation  with  Engineering  Division 
Administrator 


TARGET  DATE:   Spring  1982 


7.  ACTION  ITEM: 


RESPONSIBLE 
OFFICIAL: 


Picture  or  feature  female  professionals  in  external  news 
releases,  photos,  or  stories  to  help  convince  applicants  of 
sincerity  of  the  Department  in  recruiting  female 
professionals. 


Public  Information  Unit  Manager  in  cooperation  with  the  Civil 
Rights  Unit. 


TARGET  DATE:   Spring  1982 


FEMALE  UNDERUTILIZATION  BY  SPECIFIC  JOB  CATEGORY 
AUDIT/ACCOUNTING  SERIES 


The  utilization  analysis  of  these  jobs  reflects  underrepresentation  in  the  pro- 
fessional levels  of  the  series.  The  current  female  representation  in  the 
Technician  group  is  in  excess  of  75%  for  women  but  less  than  12%  of  the 
Department  professional  positions  are  female.  Recruiting  for  the  professionals 
is  nearly  exclusively  from  the  Technician  ranks  although  not  exclusively  from 
Accounting  Technician  series.  About  half  of  the  Accounting  Technician  Jobs  are 
located  at  Field  Division  offices.  The  necessity  of  relocation  serves  as  a 
barrier  to  promotion  for  some  of  those  individuals.  As  a  result,  in-house 
applications  are  often  accepted  from  candidates  with  non-professional  accounting 
backgrounds.  Adequate  numbers  of  qualified  female  accountants  are  available  in 
the  external  labor  market  to  reach  parity. 


Goal 


40%  of  the  professional 
qualified  females. 


level  job  vacancies  to  be  filled  by 


8.  ACTION  ITEM:   Utilize  panel  interviewing  techniques  to  assess  the  qualifi- 

cations and  capabilities  of  applicants  for  the  vacancies. 

RESPONSIBLE 

OFFICIAL:     Hiring  Official 

TARGET  DATE:   Next  opening 

9.  ACTION  ITEM:   Institute  a  training  program  which  will  allow  current 

employees  to  meet  or  exceed  qualifications  of  outside  appli- 
cants who  qualify  for  minimum  specifications  for  professional 
jobs. 

RESPONSIBLE 

OFFICIAL:     Administrator,  Centralized  Services         ■> 

TARGET  DATE:   January  1982 


FEMALE  UNDERUTILIZATION  BY  SPECIFIC  JOB  CATEGORY 

GVW  OFFICER  I 


The  GVW  Officer  I  classification  is  a  priority  two  underrepresentation.  In  such 
cases  it  is  appropriate  to  examine  the  minimum  qualifications  of  such  positions 
to  determine  if  they  are  job  related  and  valid.  In  this  case  the  GVW  Division 
has  applied  a  minimum  qualification  requiring  one  year  of  law  enforcement 
background;  however  if  the  one  year  requirement  cannot  be  met,  applicants  with 
bookkeeping,  record  keeping  and/or  compliance  experience  are  considered. 

By  statute,  GVW  Officer  positions  are  peace  officers,  but  exercise  very  limited 
authority.  The  positions  require  the  incumbent  be  available  to  work  various 
shifts  on  a  seven-day  a  week  basis. 

Goal:       Place  qualified  females  in  10%  of  all  new  GVW  I  vacancies. 

10.  ACTION  ITEM:   Request  modification  of  minimum  qualifications  to  allow 

compliance  experience. 

RESPONSIBLE 

OFFICIAL:     GVW  Administrator  in  cooperation  with  Personnel  Division  and 
approval  of  State  Personnel. 

TARGET  DATE:   January  1982 
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FEMALE  UNDERUTILIZATION  BY  SPECIFIC  JOB  CATEGORY 
TRUCK  DRIVERS  UNDER  5-TON 

Analysis  has  identified  an  underutilization  of  females  in  the  truck  driver  U5T 
occupational  group.  Union  contracts  require  that  the  Grade  7  positions  be 
advertised  internally.  The  Grade  5  entry  level  positions  are  not  required  to  be 
posted.  Past  history  indicates  that  females  are  being  hired  into  temporary 
positions  for  summer  flagging.  Using  sex  conscious  selection  procedures,  Field 
Maintenance  Bureau  Chiefs  will  be  responsible  for  the  successful  placement  of 
women  in  temporary  or  permanent  positions.  The  expectations  are  that  temporary 
females  will  be  placed  in  the  Grade  7  permanent  positions  within  nine  months 
continuous  employment  and  permanent  vacancies  exist.  The  minimum  qualifications 
for  the  position  include  a  chauffer's  license,  willingness  to  work  outdoors, 
previous  truck  driving  experience  and  the  ability  to  perform  heavy  manual  labor. 
Basic  mechanical  abilities  must  also  be  present.  Because  various  supervisors 
have  used  different  minimum  qualifications  for  lifting  requirements,  ranging 
from  40-90  lbs.,  there  is  a  need  to  establish  a  reasonable  Department  minimum 
lifting  requirement. 

GOAL:     Fill  20%  of  existing  vacancies  Truck  Drivers  U5T  Positions  with 
females. 
Example:  One  female  hire  out  of  5  vacancies. 


11.  ACTION  ITEM: 


Develop  a  Department  wide  employee  training  program  on  the 
proper  way  of  lifting  heavy  objects  to  avoid  injuries. 


RESPONSIBLE 
PERSON: 

TARGET  DATE; 


Chief,  Safety  &  Training  Bureau 

Develop  by  January  30,  1982 
Implement  no  later  than  March  1,  1982 


12.  ACTION  ITEM: 


Utilize  panel  interviewing  techniques  to  assess  the  qualifi- 
cations and  capabilities  of  applicants  for  the  Truck  Drivers 
U5T  vacancies. 


RESPONSIBLE 
OFFICIAL: 

TARGET  DATE: 


Field  Maintenance  Chief 
Next  available  opening 


13.   ACTION  ITEM:       Develop  a  realistic  standard  lifting   requirement  to  be  uti 

lized  on  a  state-wide  basis. 

RESPONSIBLE 

OFFICIAL:   Maintenance  Division  Administrator 

TARGET  DATE:       January  1982 


FEMALE  UNDERUTILIZATION  BY  SPECIFIC  JOB  CATEGORY 
DRILL  OPERATOR  SERIES 

Drill  Operators  are  employed  in  the  Core  Drill  Unit  of  the  Materials  Testing 
Bureau.  They  operate  various  types  of  equipment  under  field  conditions  year 
round.  The  minimum  qualifications  for  the  position  include  a  Chauffeur's 
license,  willingness  to  travel  and  work  outdoors  and  the  ability  to  perform 
heavy  manual  labor.  Basic  mechanical  abilities  should  also  be  present. 

There  presently  are  no  women  employed  in  any  of  the  ten  Drill  Operator  series 
jobs.  The  utilization  analysis  indicates  a  21%  availability  of  qualified 
females. 

Recruitment  appears  to  be  primarily  responsible  for  underrepresentation  in  this 
area.  Job  Service  recruitment  program  will  be  maintained. 

Goal:       Fill  20%  of  the  Core  Drill  Operator  I  positions  with  qualified 
females. 

Example:  Fill  one  position  out  of  the  next  five  vacancies  with  a 
qualified  female. 


FEMALE  UNDERUTILIZATION  BY  SPECIFIC 
RIGHT  OF  WAY  AGENT 


JOB  CATEGORY 


Historical  analysis  reveals  considerable  progress  in  the  recruitment  of  women 
into  the  entry  level  Right  of  Way  Agent  positions.  The  Right  of  Way  Bureau  is 
currently  at  parity  at  the  entry  level  and  two  below  parity  at  the  second  rung 
of  this  career  ladder.  Given  time  and  equal  training  opportunity  the  women 
should  advance  into  the  higher  level  positions  where  the  majority  of  the  female 
underrepresentation  exists. 

Special  job  service  recruitment  program  will  be  maintained. 


GOAL: 


Fill  20%  R/W  Agent  Ill's  with  females. 
Fill  15%  R/W  Agent  11 's  with  females. 


14.  ACTION  ITEM: 


Amend  the  field  Right  of  Way  Agent  promotion  policy  and  class 
specifications  with  respect  to  R/W  Agent  II,  III,  and  IV  to 
clarify  the  experience  requirements  at  each  classification 
level  are  minimum  lengths  of  time  needed  to  gain  experience 
for  advancement.  The  policy  is  to  be  amended  by  adding  the 
words  "a  minimum  of"  preceding  the  number  of  years  of 
experience  required  at  each  classification  level. 


PERSON 
RESPONSIBLE; 

TARGET  DATE; 


Right  of  Way  Bureau  Chief 
December  1,  1981 
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15.  ACTION  ITEM: 


Revise  the  Guidelines  for  Demonstrating  Appraisal  Capability 
to  provide  that  adequate  opportunity  will  be  afforded  to 
complete  the  required  number  and  type  of  appraisals  needed 
for  advancement  within  the  minimum  specified  time  in  grade. 
In  the  event  that  the  number  and  type  of  appraisals  are  not 
available  in  the  course  of  normal  work  assignments,  the 
employee  will  be  given  hypothetical  situations  to  appraise 
which  will  meet  the  requirements,  if  satisfactorily 
completed. 


PERSON 
RESPONSIBLE: 


Right  of  Way  Bureau  Chief 


TARGET  DATE; 


Completion  of  revision  by  December  1. 
Implementation  by  January  1,  1982 


1981 


16.  ACTION  ITEM: 


Create  career  ladder  by  revising  position  descriptions  of 
administrative  assistants,  design  technicians,  etc.  and 
recommend  implementation  of  new  class  series  of  R/W 
Technicians  I,  II,  III  (G9,  10,  11).  This  would  not  involve 
changing  the  existing  grade  level  of  the  employees  involved, 
only  the  position  titles  would  be  changed  to  better  define 
the  career  progression. 


PERSON 
RESPONSIBLE: 


Right  of  Way  Bureau  Chief  in  cooperation  with  Personnel 
Division. 


TARGET  DATE:   Request  implementation  by  December  1981. 


MINORITY  UTILIZATION  ANALYSIS 

As  of  September  30,  1981,  the  Department  of  Highways  has  approximately  1,805 
permanent  and  temporary  positions  which  are  covered  under  this  affirmative 
action  plan.  Approximately  72  of  these  positions  are  occupied  by  minorities. 
Review  of  the  minority  utilization  analysis  indicates  the  Department  of  Highways 
has  minority  underrepresentation  in  the  following  EEO-4  categories:  Officials 
and  Administrators  by  one  minority.  Protective  Services  by  one  minority  and 
Paraprofessional  by  one  minority.  On  an  agency  wide  basis,  there  is  no  overall 
underrepresentation. 

MINORITY  UNDERUTILIZATION  BY  SPECIFIC  JOB  CATEGORY 

Officials  and  Administrators 

Analysis  shows  that  before  March  1981  management  level  position  vacancies 
had  not  been  advertised  externally.  Also  there  are  very  few  minorities 
employed  in  the  professional  category.  There  are  approximately  341  posi- 
tions in  the  professional  category  and  6  of  these  positions  are  held  by 
minorities.  Thus,  in-house  minority  applicant  pool  for  officials  and  admi- 
nistrators is  very  limited. 
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Goal  -  Since  the  Department  of  Highways  does  not  anticipate  any  vacancies  in 
the  Officials  and  Administrator  category  in  the  immediate  future,  the  goal 
is  to  place  one  minority  in  this  category  in  the  next  five  years. 


17.  ACTION  ITEM; 


RESPONSIBLE 
OFFICIAL: 

TARGET  DATE; 


18.  ACTION  ITEM: 


Management  level  job  vacancies  will  be  posted  internally  for 
a  minimum  seven  working  days.  Concurrently,  Affirmative 
Action  job  orders  will  be  sent  to  Job  Service  for  an  external 
recruitment.  Job  orders  through  Job  Service  will  request 
nationwide  advertisement  if  necessary. 


Personnel  Division 
Next  available  vacancy 


Management  level  vacancy  announcements  will  be  sent  to 
minority  organizations  listed  in  AA  Guidelines.  Personal 
contacts  by  telephone  or  visits  will  be  made  with  NATB  and 
MUIA  to  establish  an  effective  referral  system  for  qualified 
Native  Americans. 


RESPONSIBLE 

OFFICIAL:     Job  Service 

TARGET  DATE:   Next  available  opening 


19.  ACTION  ITEM: 


RESPONSIBLE 
OFFICIAL: 

TARGET  DATE: 


Specialized  recruitment  for  minorities  at  the  Civil  Engineer 
I  level.  The  CE  I  position  is  entry  level  for  some 
Administrative  Officials.   Specialized  recruitment  will 
include  specific  efforts  directed  towards  minority  organiza- 
tions such  as  sending  vacancy  announcements  to  at  least  three 
minority  universities  with  a  CE  curriculum. 


Personnel  Division  in  cooperation  with  the  Civil  Rights  Unit 
Spring  1982 


MINORITY  UNDERUTILIZATION  BY  SPECIFIC  JOB  CATEGORY 
PROTECTIVE  SERVICES  AND  PARAPROFESSIONALS 

Analysis  shows  that  most  of  the  positions  in  these  categories  are  restricted 
by  the  in-house  posting  requirements  of  the  bargaining  agreements.  There 
are  approximately  70  positions  in  these  categories  and  only  one  of  these 
positions  is  filled  by  a  minority.  Analysis  has  also  shown  the  minority 
applicant  pool  is  limited,  and  hiring  officials  are  not  receiving  minority 
applicants  for  their  position  vacancies.  Due  to  executive  reorganization, 
some  positions  are  being  eliminated  and  some  vacancies  are  not  being  filled. 
(Ref.  Page  14  Recruitment  and  Placement) 
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GOALS 

PARAPROFESSIONAL  CATEGORY 

The  Department  of  Highways  anticipates  approximately  5  hiring  opportunities 
in  this  category  in  the  next  12  months.  Our  goal  is  fill  20%  of  the  vacan- 
cies with  qualified  minorities. 

PROTECTIVE  SERVICES  CATEGORY 

The  Department  of  Highways  anticipates  approximately  6  hiring  opportunities 
in  this  category  in  the  next  12  months.  Since  so  few  vacancies  are 
anticipated,  our  goal  is  to  fill  20%  vacancies  in  this  category  with 
qualified  minorities. 


20.  ACTION  ITEM: 


Provide  training  sessions  to  hiring  officials  on  affirmative 
action  and  race/sex  conscious  selection  procedures. 


RESPONSIBLE 
OFFICIAL: 


Civil  Rights  Unit 


TARGET  DATE: 


Field  Division  Offices  by  November  1981 
Helena  Headquarters  by  January  1982 


21.  ACTION  ITEM; 


Tie  EEO  accomplishments  to  the  performance  appraisal  of 
supervisors  and  managers  who  are  responsible  for  implemen- 
tation of  specific  action  items  in  affirmative  action  plan, 


RESPONSIBLE 
OFFICIAL: 


Director  in  cooperation  with  Division  Administrators 
conducting  performance  appraisal  evaluations. 


TARGET  DATE:   Beginning  November  1981 


HANDICAPPED  UTILIZATION  ANALYSIS 

The  Montana  Department  of  Highways  has  1805  total  permanent  employees,  of  this 
total  7.73%  are  handicapped.   A  need  has  been  determined  to  select  qualified 
handicapped  applicants  for  vacancies.  The  forms  listed  below  are  used  in  con- 
junction with  the  State  Applicant  Flow  System. 


22.  ACTION  ITEM 


Send  both  Form  A  and  the  applicant's  name  to  the  selecting 
official  when  ever  a  handicapped  applicant  meets  minimum 
qualifications. 
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RESPONSIBLE  OFFICIAL 


Personnel  Division  in  cooperation  with  the 
hiring  authority. 


TARGET  DATE    Next  available  opening. 


23.  ACTION  ITEM 


In  accordance  with  MCA  Title  X  Chapter  2  Section  203-206 
*give  employment  preference  to  all  handicapped  applicants 
over  any  equally  qualified  non-handicapped  applicants. 


RESPONSIBLE  OFFICIAL        Hiring  authority. 
TARGET  DATE    At  next  available  opening. 


24.  ACTION  ITEM 


RESPONSIBLE 
OFFICIAL 

TARGET  DATE 


Jit 


Explain  the  normal  physical  and  stressful  mental  requirements 
of  the  job  to  all  applicants.  Inquire  how  the  applicant 
would  cope  with  these  requirements  and  what  accomodations,  if 
any,  would  be  needed. 


Hiring  authority. 

Next  available  opening. 


25. 
ANALYSIS: 

ACTION  ITEM: 


RESPONSIBLE 
OFFICIAL: 


OVERALL  PROGRAM  ASSESSMENT 

The  need  to  review  and  revise  class  specification  requiring 
experience  in  excess  of  a  degree  and  four  years  of  experience  has 
been  determined. 

Review  qualification  standards  of  class  specifications  requesting 
experience  in  excess  of  a  degree  plus  four  years  experience. 


State  Personnel  Division  in  cooperation  with  the  Personnel 
Division. 


TARGET  DATE:  January  1982 


*10-2-203.  Preference  in  appointment  and  employment, 
department  and  upon  all  public  works  of  the  state  of 


or  city  thereof,  the  following  shall  be 
employment:  veterans,  their  spouses  and 
dents  of  disabled  veterans  and  disabled 


(1)  In  every  public 
Montana  and  of  any  county 
preferred  for  appointment  and 
surviving  spouses,  and  the  other  depen- 
civilians  recommended  by  the  rehabilita- 


tive services  division  of  the  department  of  social  and  rehabilitation  services. 
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26.  ANALYSIS: 


ACTION  ITEM: 


RESPONSIBLE 
OFFICIAL: 

TARGET  DATE: 


27.  ANALYSIS: 


ACTION  ITEM: 


RESPONSIBLE 
OFFICIAL: 

TARGET  DATE: 


28.  ANALYSIS: 
ACTION  ITEM: 


RESPONSIBLE 
OFFICIAL: 


Analysis  has  determined  existing  class  specifications  uti- 
lized within  the  Department  need  to  be  revised  and  updated  in 
accordance  with  class  specifications  issued  by  State 
Personnel . 

Coordinate  with  State  Personnel  to  provide  consistency  on  any 
changes  of  the  qualification  requirements  which  are  made  on 
the  posting  notices. 


Personnel  Division 
January  1982 


Analysis  has  determined  posting  notices  for  maintenance  posi- 
tions do  not  provide  specific  job  requirements.  These  posi- 
tion descriptions  need  to  be  revised  and  updated  to  provide 
overall  job  duty  description. 

Include  working  procedures,  physical  demands,  and  minimum 
qualifications  on  maintenance  posting  notices. 


Maintenance  Division  Administrator 
November  1981 


Analysis  has  shown  a  need  to  redevelop  a  training  program  for 
the  Department. 

Set  up  training  tracking  system  to  track  department  employee 
training  activity. 


Chief  Safety  and  Training  Bureau  in  cooperation  with  the 
Civil  Rights  Unit. 


TARGET  DATE:   December  1981 


29.  ANALYSIS: 


ACTION  ITEM: 


Analysis  has  defined  the  need  to  rewrite  and  implement  inter- 
nal discrimination  complaint  procedures  in  order  to  make  this 
information  available  to  all  employees  and  new  hires.  The 
procedures  should  be  included  in  both  the  1981-82  Affirmative 
Action  Plan  and  revised/updated  "New  Employee  Orientation 
Booklet". 

Rewrite  internal  discrimination  complaint  procedure  and 
include  new  procedures  into  "New  Employee  Orientation 
Booklet",  and  current  Affirmative  Action  Plan. 
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RESPONSIBLE 
OFFICIAL: 


Civil  Rights  Unit  in  cooperation  with  the  Legal  Division  and 
Personnel  Division. 


TARGET  DATE:   January  1982 


30.  ANALYSIS: 


ACTION  ITEM: 


RESPONSIBLE 
OFFICIAL: 


Analysis  has  determined  a  need  to  incorporate  an  evaluation 
system  for  EEO  performance  of  the  Field  Business  Managers  - 
Title  VII  representatives  into  the  Performance  Appraisal 
System. 

Develop  a  system  to  evaluate  the  Field  Business  Managers  EEO 
performance  including  a  sign-off  by  the  immediate  supervisor. 


Civil  Rights  Officer  in  conjunction  with  Administrator, 
Centralized  Services  Division 


TARGET  DATE:   January  1982 


31.  ANALYSIS: 
ACTION  ITEM: 


RESPONSIBLE 
OFFICIAL: 

TARGET  DATE: 


A  need  to  retain  statistical  data  in  employment  trends  in  the 
Department  has  been  determined. 

Capture  statistical  data  to  identify  overall  agency 
employment  trends  for  new  hires,  terminations,  promotions  and 
hiring  rates  compared  to  applicant  rates  within  specific  EEO 
4  categories  as  specified  by  Region  VIII  Civil  Rights 
personnel . 


Civil  Rights  Compliance  Officer 
January  1982 


32.  ANALYSIS: 


ACTION  ITEM: 


RESPONSIBLE 
OFFICIAL: 


A  need  has  been  determined  for  a  career  pathing/upward  mobi 
lity  tracking  system  to  identify  entry-level  opportunities 
for  protected  classes. 

Develop  career  pathing  to  identify  opportunities  at  entry 
level  for  minorities  and  women. 


Civil  Rights  Compliance  Officer  in  cooperation  with  the 
Personnel  Division 


TARGET  DATE:   February  1982 
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PART  III 
EMPLOYMENT  STATISTICAL  DATA 


AFFIRMATIVE  ACTION  PLAN 
FIVE  YEAR  GOALS  &  TIMETABLES* 


EEO-4  CATEGORIES 

1981 

1982 

GOALS  TO 
1983 

BE 

MET 
1984 

1985 

Officials/Admin. 

Current 
Parity 

Und 

Current 
erutilization 

Females 
Minorities 

2 

1 

0 

1 

0 
0 

1 
0 

1 
1 

0 
0 

0 
0 

Professionals 

Females 
Minorities 

47 
6 

26 
0 

2 

0 

2 
1 

2 

0 

2 
0 

1 
0 

Technicians 


Females 

133 

72 

Minorities 

17 

7 

Protective  Service 

3 

Females 

0 

Minorities 

2 

2 

Para-Professionals 

16 

Females 

13 

Minorities 

1 

1 

Office/Clerical 

Females 

53 

0 

Minorities 

2 

0 

Skilled  Craft 

Females 

10 

10 

Minorities 

11 

4 

Service/Maint. 

Females 

18 

17 

Minorities 

12 

0 

6 
3 


0 
1 


6 
1 


1 
0 


2 
0 


6 
1 


0 
1 


2 
1 


Parity  has  been  exceeded 


1 
2 


6 

0 


2 

1 


3 
1 


3 

1 


3 
0 


6 
1 


0 
0 


2 
0 


1 
0 


3 
0 


6 
1 


1 
0 


1 
0 


1 

0 


3 

1 


0  =  parity  has  been  reached 

To  find  current  utilization  subtract  underutilization  from  parity.  For  example: 
Technicians    Females  133  minus  72  =  61  current  employees  who  are  female. 

*The  suggested  goals  are  only  an  educated  guess  due  to  reduction  in  force,  reduction  of 
funds,  and  the  level  of  long  term  funding  undecided. 
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LABOR  FORCE  INFORMATION 
--• ■     TOTAL  LABOR  FORCE 


Labor  Force  L&C  County  -  1981  #1    ,..  .     Female  44.02% 

--'-'•■  •  Minority  1.05% 

State  of  Montana  -  1981  #1               Female  42.25% 

Minority  3.58% 

1970  L&C  County  #2                     Female  37.50% 

Minority  1.12% 

1970  State  of  Montana  #2                Female  35.13% 

Minority  2.75% 


EMPLOYED  LABOR  FORCE 


Montana  -  1978  Data  #1 
Montana  -  1981  Data  #1 
L&C  County  -  1970  #2 
National  -  (1978)  #3 


Female 

38.50% 

Minority 

3.70% 

Female 

41.99% 

Minority 

3.01% 

Female 

42.04% 

Minority 

2.20% 

Female 

42.56% 

Minority 

11.06% 

#1  Source  -  Employment  Security  Division,  Annual  Planning  Report  for  1981. 

#2  Source  -  Census  of  1970. 

#3  Source  -  Employment  &  Earnings  -  Bureau  of  Labor  Statistics 
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Information  tak6n  from  6-8-81  run. 


Federal-Aid  Highway  Program  Manual 

Trnnsnirr-il  320.  October  Z6.  19"6 


Vol.  2.  Ch.  2, 
Sec.  2.  Attachment; 


D.  EMPLOYMENT  DATA  AS  OF  JUNE  30,     1981 
(Do  not  include  elected/appoiniod  officiols.     Blonks  will  be  counted  as  zero) 
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APPENDIX 


DEPARTMENT  OF  HIGHWAYS  INTERNAL  DISCRIMINATION 
COMPLAINT  POLICY 
Policy  3-0605.1  Date  September  28,  1981 

The  purpose  of  the  policy  is  to  guarantee  all  Department  of  Highways  employees  a 
procedure  for  resolving  an  individual's  al legation(s)  of  discriminatory  treat- 
ment in  term,  condition  or  privilege  of  employment  or  training  based  on  race, 
creed,  religion,  political  beliefs,  sex,  marital  status,  color,  age,  physical 
handicap,  mental  handicap,  national  origin,  or  sexual  harassment  on  the  job. 

Definitions  as  used  in  this  policy: 

EMPLOYEE  means  any  employee  of  the  Department  of  Highways. 

DEPARTMENT  means  the  Department  of  Highways. 

E.E.O.  COUNSELOR  means  the  employee  appointed  to  such  position  in  each  of 
the  Department's  field  divisions  and  Helena  Headquarters. 

CIVIL  RIGHTS  OFFICER  means  the  employee  appointed  to  such  position  in  the 
Department's  Helena  Headquarters. 

COMPLAINT  means  an  allegation  of  discriminatory  treatment  in  term, 
condition,  or  privilege  of  employment  or  training  based  on  race,  religion, 
creed,  sex,  political  beliefs,  marital  status,  color,  age,  physical 
handicap,  mental  handicap,  national  origin  or  sexual  harassment  on  the  job. 

DIVISION  ADMINISTRATOR  means  the  employee  designated  as  such  for  the  legal 
division,  centralized  services  division,  engineering  division,  gross  vehicle 
weight  division,  maintenance  division,  motor  pool  and  equipment  division, 
and  personnel  division. 

CONCILIATORY  PANEL  means  a  panel  composed  of  three  members  convened  to 
inquire  into  the  substance  of  a  complaint.  The  committee  shall  consist  of 
one  member  designated  by  the  complainant,  one  member  designated  by  the 
Department,  and  a  third  member  selected  by  the  members  designated  by  the 
employee  and  the  Department.  The  third  member  shall  chair  the  panel.  All 
members  shall  be  employees  of  the  Department. 

INQUIRY  means  the  process  of  gathering  and  weighing  evidence  bearing  on  the 
complaint.  This  process  may  include  (a)  securing  documents:  (b)  con- 
ciliatory panel  meetings  relating  to  procedure  and  preparation  of  findings 
and  recommendations;  and  (c)  hearings. 

GENERAL  CONSIDERATIONS 

1.   This  policy  shall  be  utilized  for  the  specific  purpose  of  attempting  to 
resolve  an  individuals  allegation(s)  of  discriminatory  treatment  in 
employment  or  training  based  on  race,  creed,  religion,  sex,  marital 
status,  color,  age,  physical  handicap,  mental  handicap,  national 
origin,  or  sexual  harassment  on  the  job. 
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2.  All  Department  employees  shall  have  access  to  the  policy. 

3.  Each  division  administrator  shall  be  responsible  for  the  administration 
of  the  policy  in  the  respective  division. 

4.  Employees  have  the  right  to  representation  at  any  step  of  the  complaint 
process.  Costs  of  representation  shall  be  paid  by  the  employee. 

5.  Employees  alleging  discriminatory  treatment  by  the  Department  are 
encouraged  to  utilize  this  policy;  however,  they  may  concurrently  file 
with  the  State  Human  Rights  Commission  or  the  U.S.  Equal  Employment 
Opportunity  Commission.  Complaints  filed  with  the  State  Human  Rights 
Commission  or  U.S.  Equal  Employment  Opportunity  Commission  must  be 
filed  not  later  than  180  days  after  the  occurrence  of  the  alleged  act 
of  discrimination.  Retaliation  against  the  employee  for  filing  a 
discrimination  complaint  is  unlawful.  Action  may  be  taken  by  the 
State  Human  Rights  Commission  or  U.S.  Equal  Employment  Opportunity 
Commission  should  retaliation  occur. 

6.  Employees  shall  not  be  subject  to  termination,  demotion,  or  any  form  of 
punitive  action  for  filing  grievances  pursuant  to  this  policy. 

Copies  of  the  Complaint  Form  can  be  obtained  from  Supply.  Questions  regarding 
either  the  Complaint  Policy  of  Procedures  should  be  directed  to  the  Civil  Rights 
Office. 
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Complaint  Procedures 
{ Informal  and  Formal ) 

A.  Informal  Discussion  with  Immediate  Supervisor. 

1.  Within  30  working  days  of  the  occurrence  or  discovery  of  the  alleged 
act,  the  employee  must  discuss  this  act  with  the  immediate  supervisor 
and  EEO  Counselor.  (If  employee  cannot  discuss  this  matter  with  the 
immediate  supervisor,  then  he/she  must  discuss  it  with  the  next  level 
supervisor  and  EEO  Counselor  within  the  same  30  working  day  period.) 

2.  Immediately  after  the  discussion  among  supervisor,  employee  and  EEO 
Counselor,  a  joint  memo  will  be  prepared  by  the  supervisor  and  EEO 
Counselor  indicating  the  date,  subject  matter  and  proposed  solutions 
which  will  be  sent  by  the  supervisor  and  EEO  Counselor  to  the  Civil 
Rights  Officer. 

3.  The  supervisor  and  EEO  Counselor  must  respond  in  writing  to  the 
employee  indicating  either  support  or  denial  of  the  complaint  within  10 
working  days  of  the  discussion. 

4.  If  response  is  favorable  to  employee,  a  copy  of  the  response  shall  be 
forwarded  to  the  appropriate  division  administrator.  Civil  Rights 
Officer,  Personnel  Administrator  and  Director  through  the  Civil  Rights 
Officer  for  consideration. 

5.  Director  shall  make  the  final  decision  and  it  shall  be  the  final 
department  action  concerning  the  allegation. 

B.  Formal  Written  Complaint 

1.  If  the  supervisor's  and  EEO  Counselor's  joint  response  is  unsatisfac- 
tory to  the  employee,  he/she  may  present  a  formal  written  complaint 
form  (Form  139)  to  the  appropriate  division  administrator  and  Civil 
Rights  Officer  within  10  working  days  of  the  supervisor's  and  EEO 
Counselor's  written  response. 

2.  If  the  supervisor  and  EEO  Counselor  fail  to  respond  in  writing  within 
15  working  days  of  the  discussion  with  the  employee,  the  employee  may 
present  a  formal  written  complaint  form  to  the  appropriate  division 
administrator  and  the  Civil  Rights  Officer. 

3.  The  appropriate  division  administrator  shall  have  10  working  days  from 
receipt  of  written  complaint  to  prepare  a  response.  The  division  admi- 
nistrator should  consult  with  the  Civil  Rights  Officer  prior  to 
responding  to  the  written  complaint. 

4.  If  response  is  favorable  to  employee,  a  copy  of  the  response  shall  be 
forwarded  to  Civil  Rights  Officer,  Personnal  Administrator  and  Director 
through  the  Civil  Rights  Officer  for  consideration. 

5.  The  Director  shall  make  final  decision  and  it  shall  be  the  final 
department  action  concerning  the  complaint. 
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C.  Conciliatory  Panel 

1.  If  appropriate  division  administrator  response  is  unsatisfactory  to 
employee,  he/she  may  request  a  hearing  before  a  conciliatory  panel 
within  10  working  days  of  the  written  response. 

2.  If  the  division  administrator  fails  to  respond  within  15  working  days 
of  the  receipt  of  the  formal  complaint,  the  employee  may  request  a 
hearing  before  a  conciliatory  panel. 

3.  The  request  for  the  hearing  shall  be  made  in  writing  to  the  Civil 
Rights  Officer. 

4.  The  Civil  Rights  Officer  shall  then  initiate  the  arrangements  for  the 
hearing.  The  Personnel  Administrator  shall  designate  the  one  depart- 
ment member  of  the  Panel.  The  employee  will  designate  one  member  of 
the  panel.  Together  those  two  individuals  will  agree  on  a  third  member 

,,  who  will  be  the  chairperson.  Designation  of  all  Conciliatory  Panel 
members  shall  be  made  within  10  working  days  of  the  receipt  of  the 
written  request  for  a  hearing. 

5.  Inquiry  into  the  complaint  will  begin  within  10  working  days  of  the 
selection  of  the  third  panel  member. 

6.  The  Panel  shall  submit  written  documentation  of  its  findings  and  recom- 
mendations to  the  Director  with  a  copy  to  the  Civil  Rights  Officer  and 
appropriate  division  administrator. 

7.  The  Panel's  findings  and  recommendations  are   not  binding  on  the 
Director. 

8.  The  Director  shall  make  the  final  decision  within  10  working  days  of 
the  receipt  of  the  Panel's  findings  and  recommendations.  It  shall  be 
the  final  department  action  concerning  the  complaint. 
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FORM  139 


FORMAL  DEPARTMENTAL  DISCRIMINATION  COMPLAINT  FORM 


NAME  OF  COMPLAINANT 


RESIDENCE  MAILING  ADDRESS 
BRIEF  SUMMARY  OF  DUTIES 


CURRENT  CLASSIFICATION 

PHONE:  WORK  

RESIDENCE 


SPECIFY  BASIS  OF  DISCRIMINATION:   (Check  those  that  are  applicable) 


SEX 

SEXUAL  HARASSMENT 

RACE/COLOR 

NATIONAL  ORIGIN 

RELIGION 


SPECIFY  THE  AREA  OF  DICRIMINATION: 

PERFORMANCE  APPRAISAL 

RECRUITMENT 

SELECTION 

PROMOTION 

DISCIPLINARY  ACTION 

DEMOTION 


AGE 

HANDICAP 
MARITAL  STATUS 
POLITICAL  BELIEF 
RETALIATION 

TRANSFER 

TERMINATION 

LAYOFF 

OTHER 

SELECTION  FOR  TRAINING  PROGRAMS 


HAS  THE  ALLEGED  DISCRIMINATION  COMPLAINT  BEEN  DISCUSSED  WITH  YOUR  IMMEDIATE 
SUPERVISOR?  IF  SO,  BRIEFLY  STATE  ACTIONS  TAKEN 


BRIEFLY  DESCRIBE  ALLEGED  DISCRIMINATORY  CHARGE: 


INDIVIDUAL(S)  INVOLVED  IN  DISCRIMINATORY  CHARGE:   CURRENT  CLASSIFICATION(S)  OR  TITLE 

1.  1. 

2.  2. 

3.  3. 

ACTUAL  DATE  DISCRIMINATION  OCCURRED  OR  BEGAN:   MONTH  DAY  YEAR  

SPECIFY  THE  CORRECTIVE  ACTION  THAT  YOU  ARE  SEEKING 


COMPLAINANT'S  SIGNATURE/DATE 


Original:   Civil  Rights  Office 

cc:       Complainant 

Conciliatory  Panel 
Division  Administrator 


CIVIL  RIGHTS  OFFICER'S  SIGNATURE/DATE 


MH:dj:21B-F 
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DEFINITIONS 

Priority  1      -  Job  classification  with  underrepresentation  with  respect  to 

the  qualified  labor  force. 

Priority  2      -  Job  classification  with  underrepresentation  with  respect  to 

the  total  labor  force  representation,  but  not  with  respect  to 
the  qualified  labor  force  representation. 

Parity         -  The  number  of  protected  class  individuals  that  should  be  part 

of  the  employers  work  force  in  order  that  they  be  represented 
in  proportion  to  their  availability  in  the  qualified  labor 
market. 

Underutilization  -  Employment  situations  in  which  there  are  significantly  fewer 

persons  of  a  protected  class,  i.e.  Women  or  minorities 
employed  within  a  specific  job  category. 

AFFIRMATIVE  ACTION  JOB  ORDERS  -  If  a  permanent  vacancy  exists  for  a  specific  job 
category  which  has  an  underutilization,  the  hiring  authority  should  request 
either  a  race  or  sex  conscious  job  order  from  the  Personnel  Division  when  the 
vacancy  is  being  referred  to  Job  Service. 


RACE  AND  SEX  CONSCIOUS  HIRING/SELECTION  PROCEDURES  -  Allow  employers  to  take 
race  and  sex  into  consideration  for  selection  to  remedy  women  or  minority 
underrepresentation  within  a  specific  job  category.  This  measure  is  an  attempt 
to  remedy  past  discriminatory  effects  on  protected  classes  of  people. 

PROCEDURES: 

1.  Entry  Level  Position  -  In  an  effort  to  remedy  underutilization  within  a  spe- 
cific job  category,  hiring  authorities  may  select  an  applicant  using 
race/sex  as  a  basis  (depending  on  the  underrepresentation)  as  long  as  the 
individual  meets  the  entry  level  minimum  qualifications. 

2.  Promotion  Positions  -  When  trying  to  remedy  an  underutilization  within  a 
specific  job  category,  hiring  authorities  may  only  select  an  applicant  using 
race/sex  as  a  basis  (depending  on  the  underrepresentation)  when  two  appli- 
cants are  essentially  equally  qualified.  (Thus,  the  individual  which  would 
remedy  the  underrepresentation  would  be  chosen.) 
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A  COMMON  SENSE  APPROACH  TO  UTILIZATION  ANALYSIS 

By  Joyce  Brown 
EEO  Coordinator 
State  of  Montana 

Before  a  convincing  utilization  analysis  can  be  conducted,  five  troublesome 
issues  must  be  resolved: 

1.  What  measure  of  availability  to  use 

2.  Where  to  obtain  necessary  data 

3.  How  to  combine  the  various  measures 

4.  What  job  grouping  to  run  the  analysis  for 

5.  What  affected  classes  to  run  the  analysis  for 

The  way  in  which  these  issues  are  resolved  determine  the  credibility  and  use- 
fulness of  a  utilization  analysis. 

The  approaches  to  these  five  issues  recommended  below  are  those  the  State  of 
Montana  will  be  taking  in  conducting  utilization  analysis  for  each  State  agency. 

A .  What  Measures  of  Availability  and  Sources  of  Statistical  Data  to  Use 

As  a  practical  matter,  the  biggest  determinant  of  the  measure  of  availabi- 
lity to  use  is  the  existence  of  data.  Few  employers  --  public  or  private  -- 
are  prepared  to  conduct  their  own  census,  irrespective  of  federal  require- 
ments. 

The  second  biggest  determinant  is  the  nature  of  the  positions  an  employer 
has.  Few  employers  with  professional,  technical  and  skilled  positions  are 
prepared  to  seriously  consider  all  persons  in  the  labor  force  as  potential 
candidates. 

The  common  sense  approach  recommended  is  a  two-part  utilization  analysis:  a 
total  utilization  analysis  and  a  qualified  utilization  analysis.  The  total 
utilization  analysis  is  a  comparison  between  the  percentage  of  minori- 
ties/women in  the  total  labor  force  of  the  employer's  recruitment  areas  with 
the  minority/female  representation  of  the  employer's  workforce.  Reasonably 
accurate  up-to-date  statistics  on  the  minority/female  percentage  of  the 
total  labor  force  for  various  geographical  areas  are  available  from  the 
United  States  Department  of  Labor  making  this  an  easy  analysis.  If  the 
employer  has  no  under-representation  of  minorities  and  women  with  respect  to 
their  total  labor  force  representation,  there  is  not  need  to  proceed 
further. 

If  minorities  and  women  are  under-represented  with  respect  to  their  total 
labor  force  representation,  a  more  complex  qualified  utilization  analysis 
can  be  conducted.  This  analysis  compares  the  percentage  of  minorities  and 
women  in  the  labor  force  of  the  employer's  recruitment  areas  who  have  mini- 
mum qualifications  with  the  percentage  of  minorities  and  women  in  the 
employer's  work  force. 
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This  analysis  clearly  assesses  only  an  employer's  selection  from  among  a 
restricted  availability  pool.  The  basis  of  the  restriction  (the  minimum 
qualifications  set)  must  themselves  be  able  to  pass  scrutiny  (must  be 
demonstratably  valid)  for  this  analysis  to  be  a  true  barometer  of  EEO  health. 

Statistical  data  for  a  qualified  utilization  analysis  is  harder  to  obtain. 
The  common  sense  approach  recommended  is  using  seven  different  statistics  of 
minority/female  availability  in  seven  qualified  availability  groups.  It  is 
here  assumed  that  the  employer  is  a  State  agency,  but  could  as  well  be 
another  unit  of  government  or  a  private  employer.  (It  is  also  assumed  that 
the  utilization  analysis  is  being  conducted  for  a  single  job  classification 
such  as  Employment  Interviewer  II.) 

1.  Internally  Experienced  Groups: 

Group  1:  The  agency's  own  employees  in  related  lower  level  classifica- 
tions  (classifications  which  would  provide  experience  that  would 
qualify  someone  for  the  classification  being  analyzed).  The 
minority/female  percentage  of  this  group  can  be  calculated  from  agency 
employee  data  once  related  classifications  are  defined. 

Group  2:  All  State  employees  in  related  lower  level  classifications, 
except "those  in  the  agency  for  which  the  utilization  analysis  is  being 
conducted.  The  minority/female  percentage  of  this  Group  can  be  calcu- 
lated from  State  employee  data  once  related  classifications  are 
defined. 

2.  Externally  Experienced  Groups: 

Group  3:  All  those  employed  in  the  local  county,  but  not  by  the  State, 
in  occupations  related  to  the  classification  being  analyzed. 

Accurate  up-to-date  detailed  occupational  data  by  race   and  sex  is  una- 
vailable in  most  states,  necessitating  approximations.  The  female  per- 
centage of  all  those  employed  in  defined  (related)  occupations  in  the 
local  area  (county)  can  be  calculated  using  1970  census  data  adjusted 
to  reflect  national  trends  (i.e.,  the  percentages  can  be  increased  or 
decreased  in  proportion  to  the  change  in  national  female  representation 
in  the  defined  occupations  since  1970.)* 

Since  the  minority  population  of  Montana  is  unlike  that  of  the  rest  of  the 
country,  this  procedure  will  not  be  used  for  minorities. 

Group  4:  All  those  employed  in,  but  not  by,  the  State  in  occupations 
related'  to  the  classification  being  analyzed.  The  female  percentage  of 
this  Group  can  be  calculated  from  1970  census  data  and  updated  on  the 
basis  of  national  occupational  trends. 

Group  5:  All  those  employed  in  the  U.S.  outside  the  state  in  occupa- 
tions related  to  the  classification  being  analyzed.  The  female  percen- 
tage of  this  Group  can  be  calculated  from  U.S.  Department  of  Labor 
employment  statistics  once  related  occupations  are   defined. 
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3.   Externally  Trained  Groups: 

Group  6:  All  those  who  graduated  in  relevant  fields  in  the  last  two 
years  in  the  State.*  Higher  Education  General  Information  Survey 
(HEGIS)  statistics  can  be  used  to  calculate  the  minority/female  percen- 
tage of  this  Group. 

Group  7:  The  minority/female  percentage  of  all  those  who  graduated  in 
relevant  fields  in  the  last  two  years  in  the  United  States  HEGIS  data 
can  be  used  to  calculate  the  minority/female  percentage  of  this  Group. 

B.  How  to  Combine  Measures  of  Availability 

Once  these  measures  of  availability  are  obtained,  they  must  be  combined  into 
a  single  index  of  availability  with  which  the  employer's  own  minority/female 
representation  can  be  compared. 

*   Data  on  graduates  from  vocational  programs  is  not  currently  available  but 
will  be  used  when  available. 

The  common  sense  approach  recommended  is  combining  the  measures  of  availabi 
lity  in  proportion  to  the  percentage  of  the  agencies'  actual  applicants  who 
come  from  the  various  available  groups. 

For  example,  assume  that  100  of  the  last  year's  (or  two  year's)  applicants 
for  the  classification  being  analyzed  were  from  the  defined  availability 
groups  -20  (20%)  from  Group  1  (those  employees  in  related  lower  level  clas- 
sifications in  the  agency),  10  (10%)  from  Group  2,  30  (30%)  from  Group  3,  15 
(15%)  from  Group  4,  5,  (5%)  from  Group  5,  12  (12%)  from  Group  6**  and  8  (8%) 
from  Group  7**. 

These  applicant  percentage  distribution  figures  --  .20,  .10,  .30,  etc.,  -- 
would  be  used  as  weighting  factors  in  combining  availability  figures  as 
indicated  below: 

Female  Availability 
Availability      Applicant  Distribution       (%  of  all  those  in 
Groups  Weighting  Factors        each  availability  group) 

1  .20  X  .25  =  .05 

2  .10  X  .15  =  .015 

3  .30  X  .30  =  .09 

4  .15  X  .22  =  .033 

5  .05  X  .30  =  .015 

6  .12  X  .32  =  .038 

7  .08  X  .28  =  .022 
Qualified  Female  Availability  Index  -----  .263 

This  procedure  uses  minority/female  availability  statistics  for  all  possible 
availability  groups  (including  those  from  various  geographical  locations) 
but  only  to  the  extent  these  groups  produce  actual  applicants.  This  appears 
to  be  the  most  reasonable  procedure  given  the  fact  that  most  of  the  appli- 
cants for  many  lower  level  positions  will  be  from  one  or  two  availability 
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**  Applicants  in  Groups  6  and  7  are  eliminated  from  the  other  groups  to  avoid 
double  counting. 

Groups  -  the  internally  experienced  (Groups  1  &  2)  or  the  externally 
experienced  in  the  local  area  (Group  3)  -  regardless  of  how  widely  adver- 
tised. For  these  positions,  agency  and  local  employment  statistics  will  be 
most  relevant.  Other  more  technical,  more  highly  paid  positions  will 
attract  more  out  of  state  applicants  making  national  statistics  more 
relevant. 

C.  What  Job  Grouping  to  Run  The  Analysis  For 

The  procedures  described  above  are  used  to  analyze  individual  job  classifi- 
cations such  as  Employment  Interviewer  II,  which  is  the  most  detailed  job 
group  for  which  utilization  analysis  can  be  conducted.  Alternatively,  it 
could  be  done  for  an  occupational  group:  all  employment  interviewers  or  an 
EEO-4  category  such  as  professionals,  administrators,  etc. 

The  advantage  of  conducting  a  utilization  analysis  for  each  classification 
is  that  it  allows  accurate  definitions  of  minimum  qualifications  and  the 
groups  who  meet  those  qualifications  -  qualified  availability  groups.  For 
■  example,  conducting  the  analysis  for  an  individual  classification  allows  the 
employer  to  define  availability  Group  1  -  all  those  in  related  lower  level 
classifications.  This  can  be  done  if  the  analysis  is  for  a  specific  classi- 
fication such  as  Employment  Interviewer  II  (all  Employment  Interviewer  I's 
would  most  likely  fall  into  the  availability  group).  It  cannot  be  done  for 
an  occupational  group  such  as  all  employment  interviewers  or  for  a  broader 
group  such  as  professionals.  The  disadvantage  is  that  it  rarely  produces 
useable  reports.  The  number  of  people  in  most  individual  classifications  in 
even  the  largest  state  agencies  is  so  small  that  when  affected  class  availa- 
bility is  low,  the  parity  number  (the  number  of  affected  class  members  there 
would  be  if  this  were  represented  in  proportion  to  their  availability)  will 
always  be  less  than  one  person.  If,  for  example,  there  were  20  people  in  a 
classification  and  the  minority  availability  figure  were  2%,  the  parity 
number  would  be  .4  (20  x  .02  =  .4)  or  40%  of  a  person.  It  would  be  rare  to 
find  enough  people  in  a  classification  for  it  to  be  possible  for  the  classi- 
fication to  be  under-represented  by  a  whole  minority  person. 

The  common  sense  approach  recommended  is  to  first  determine  accurate  availa- 
bility figures  for  individual  classifications  (where  minimum  qualifications 
can  be  accurately  defined),  and  then  combine  these  figures  (minority/female 
percentages)  into  availability  figures  for  occupational  groups,  combine 
occupational  group  availability  figures  into  availability  figures  for  EEO-4 
categories*  and  EEO-4  category  availability  figures  into  an  availability 
figure  for  the  entire  agency.  This  approach  assures  that  the  availability 
figure  for  broader  job  groupings  with  sufficient  numbers  of  people  is  appro- 
priate for  the  kinds  of  jobs  and  requirements  actually  in  the  grouping. 

Availability  indices  for  classifications  in  an  occupational  group  can  be 
combined  into  an  availability  index  for  the  occupational  group  in  proportion 
to  the  percentage  of  openings  in  the  occupational  group  which  are  in  each 
classification.  For  example,  assume  that  there  were  4  classifications  in 
the  Employment  Interviewer  occupational  group.  Further  assume  that  there 
have  been  10  openings  in  this  occupational  group  in  the  last  2  years  -  5 
(50%)  in  the  Employment  Interviewer  I  classifications,  2  (20%)  in  the 
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.10          X 
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.001 
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Group 

.067 

*  EEO-4  categories  are  broad  groupings  such  as  professionals,  clerical 
workers,  skilled  craft  workers,  etc. 

Employment  Interviewer  II  classification,  2  (20%)  in  the  Employment 
Interviewer  III  classification,  and  1  (10%)  in  the  Employment  Interviewer 
Supervisor  position. 

These  opening  percentage  distribution  figures  --  .50,  .20,  .20,  .10  —  would 
be  used  as  weighting  factors  in  combining  availability  indices  as  indicated 
below: 

Minority 
Opening  Distribution  Availabilty 

Classification  Weighting  Factor  Indices 

Interviewer  I 
Interviewer  II 
Interviewer  III 
Interviewer  Supervisor 
Minority  Availabilit 

This  procedure  incorporates  various  classification  availability  indices  into 
the  occupational  group  index  to  the  extent  that  selections  could  actually 
have  been  made  from  the  total  availability  pool  for  these  classifications. 
Since  the  racial  and  sexual  composition  of  the  occupational  group  being  ana- 
lyzed can  only  be  affected  by  minority  and  female  availability  to  the  extent 
there  are  opportunities  to  hire,  this  appears  to  be  the  most  reasonable 
procedure. 

Occupational  Group  Availability  indices  can  likewise  be  combined  into  an 
EEO-4  category  index  on  the  basis  of  the  percentage  distribution  of  EEO-4 
category  openings  across  occupational  groups  in  the  category  permitting  an 
analysis  for  EEO-4  categories.  Finally,  EEO-4  category  indices  can  be  com- 
bined into  a  single  availability  index  for  the  entire  agency  on  the  basis  of 
the  percentage  distribution  of  agency  openings  across  EEO-4  categories  -- 
permitting  an  agency  wide  utilization  analysis. 

0 .  What  Affected  Classes  to  Conduct  the  Analysis  For 

Theoretically,  a  utilization  analysis  should  be  run  for  each  minority  group 
-  Blacks,  Hispanics,  Asians,  and  Indians  and  possibly  each  sex  of  each 
minority  group.  As  a  practical  matter,  where  the  minority  populations  are 
small  and  consequently  the  availability  figures  are  small,  breaking  minori- 
ties into  individual  groups  guarantees  a  finding  of  no  underutilization 
(except  for  huge  agencies)  in  the  way  that  breaking  jobs  into  individual 
classifications  guarantees  a  finding  of  no  underutilization. 

For  example,  assume  that  5%  of  the  qualified  labor  force  for  a  professional 
occupational  group  such  as  economists  is  minority  -  2%  Indian,  .8%  Hispanic, 
.8%  Asian  and  1.4%  Black.   If  the  analysis  is  conducted  for  minorities  as  a 
whole,  an  employer  with  20  plus  employees  could  be  underutilized  by  one 
person.  Parity  would  be  20  x  .05  =  1.  If  the  analysis  is  conducted  for 
each  specific  minority,  the  largest  availability  figure  would  be  2%  and  an 
employer  with  only  20  employees  and  no  minorities  could  be  underutilized. 
20  x  .02  =  .40  or  40%  of  a  person. 
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